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[bookmark: _Toc108436073]Introduction 
This report is about developing relationships and workplace achievement and will highlight needed skills, knowledge and behavior for the HR professionals in all departments. This report will also provide a personal skills audit of the HR professionals who are needed for training and development. This report will also provide a potential benefit to organizations and HR officers through effective training and development.  
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HR needs different knowledge, skills and behaviors to become an effective HR. Some of the needed skills, knowledge and behaviors of HR are 
Speaking ability- The speaking skills of HR in front of a crowd is one of the key skills for HR to become a successful HR professional. Good speaking skills will allow the Human Resources Manager to have effective communication with the employee as well as with the management of the organization (Köchling and Wehner, 2020). It will also allow HR to present the presentation with confidence and in an effective manner. 
Training and development- The Human Resource manager should also have good training and development knowledge and skills which will increase the efficiency of the organization. The good training and development provided by HR will allow the employees to work accordingly and employees become more productive. This will also help them to provide support and also develop their career.
Supporting behavior- It is one of the most essential behaviors for a Human resources manager as they act as a middle man between the higher management and employees. The supporting behavior of HR will allow them to understand the employee in a better way and provide support to their staff (Fawehinmi et al., 2020). It will also help them to build a good relationship with staff and management. 
Transparency and trustworthiness- The Human resources manager is the one employees look up to. They provide support to employees if they are having any issues in the organization which makes the Human Resources manager transparent. The employees are also informed by HR about what is going on inside the organization should show them that their feelings are never betrayed. Thus transparent and trustworthy behavior is also one of the most needed behaviors of HR.   
Promoting equality and diversity- The HR of the company is also responsible for promoting equality and diversity in the workplace to treat all the staff fairly and respect the age gender, cultural background, ethics and race of the employees. This will allow all the employees of the organization to grow, learn and contribute to the success of the company. It will also allow HR to provide equal opportunities to all the employees and support them.   
Administrating payrolls and maintaining employee records- Maintaining and administrating payrolls and employee record is also important knowledge for HR as it is a very transactional element of HR administration. This knowledge will allow HR to create a comprehensive view of all the employees and creates ownership and transparency at the employment level (Bilgic, 2020). This knowledge will allow HR to record the employee preferences, skills, performance, positions and other data of the employees which is beneficial for the organisation.  
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 “Information technology”
	
	“Very Good”
	“Good”

	“Adequate” 
	“Little or no experience” 

	Information technology 

	“Use Microsoft Office Word” 
	· 
	
	
	

	“Use Excel spreadsheet” 
	
	· 
	
	

	“Use a Database” 
	
	
	
	· 

	“Use specialist” 
	
	
	· 
	

	“HR software” 
	· 
	
	
	

	“Use the internet” 
	· 
	
	
	

	“Use e-mail” 
	· 
	
	
	

	“Use PowerPoint” 
	· 
	
	
	


Figure no 1: Information Technology
(Source: created by the learner)
Analysis
From the above table, it can be seen that I have a very good idea about Microsoft word and office which is one of the most important information technology skills for HR. I also have a good idea and experience in using excel spreadsheets. However, I do not have an idea about how to use database information technology and have adequate knowledge about using a specialist. But I am very good at using different HR software, the internet, and emails and very familiar with Powerpoint.


“Communication skills”
	
	Very Good
	Good
	Adequate 
	Little or no experience 

	Communication skills 

	“Drafting contracts of employment” 
	
	
	· 
	

	“Taking notes of disciplinary” 
	
	· 
	
	

	“Produce material to support presentations” 
	
	· 
	
	

	“Delivering a training session” 
	· 
	
	
	

	“Resolving disputes/complaints” 
	
	· 
	
	

	“Interviewing” 
	
	· 
	
	

	“Advising on HR issues” 
	· 
	
	
	


Figure no 2: Communication skills
(Source: created by: Almpiona Ntemai)
Analysis 
From the above analysis of communication skills, it can be seen that I have adequate skills in drafting contracts of employment. But I am good at taking disciplinary notes and creating materials to support presentations. I am also very good at delivering the training sessions and advising on issues of HR. I also resolve complaints and disputes in a good manner and have good interviewing skills which are also essential communication skills. 


“Problem Solving Skills”
	
	Very Good
	Good
	Adequate 
	Little or no experience 

	Problem Solving Skills 

	“Make good use of verbal reasoning skills, able to handle complex data and make selective use of information” 
	
	· 
	
	

	“Explore more than one solution in order to solve a problem” 
	· 
	
	
	

	“Consider the ideas of others to help solve problems” 
	
	· 
	
	


Figure no 1: Problem solving Skills
(Source: created by: Almpiona Ntemai)
Analysis
From the above table of problem-solving skills, it can be seen that I have good skills to make verbal reasoning to handle complex data and make the use of selective information. I also consider the opinion of others to assist in solving the problems. I am also very good at exploring more than one solution which is essential in problem-solving skills and will help me to solve the problems.


“Supervisory managment”
	Supervisory Management 

	“How much experience have you had in your role?” 

	1 months

	1-3 months
· 
	More than 3 months

	“How many people have you managed at one time” 
	None
	1-5
	Above 5
· 


Figure no 1: Supervisory management
(Source: created by the learner)
Analysis
From the above table of supervisory management, it can be seen that I have experience of more than 2 months as an HR and have managed more than 5 people before in my role as an HR.  
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Potential benefits to the organization through effective training and development
Speaker note
The effective training and development provided by me as an HR officer will be beneficial for the organization in a different way. One of the benefits of effective training and development that I will provide will increase engagement in the workplace. The effective training and development that I will provide will also negate negative working habits and feelings of dissatisfaction from the employees. The proper training and development that I provide as an HR manager will provide employees with a piece of proper knowledge about the objectives of the organisation and work accordingly to increase workplace engagement (Zheng et al., 2018). The effective training and development that I provide as an HR manager will also give a competitive advantage to the organisation in hiring. Thus effective training and development provided by me as an HR give many benefits to the organization as it makes the retaining strong and also attracts skilled employees.  
Potential benefits to HR through effective training and development 
Effective training and development will also benefit me as an HR officer because it will give me job satisfaction and will help me to become a better HR officer. It will also help me in my career development as it will give me more experience and confidence which will help me to provide even more effective training and development programs to the employees. It will also reduce my need for supervision of the employee through effective training and development. I do not have to look after the employees all the time after providing good training (Saeed et al., 2019). It will also help me to increase my motivation level and help me to provide proper support to the employees in times of need. My self-confidence will also increase if the training and development are effective. 

 


[bookmark: _Toc108436077]Conclusion 
This report has concluded about developing relationships and workplace achievement and has highlighted needed skills, knowledge and behavior for the HR professionals in all departments. This report has also provided a personal skills audit of the HR professionals which are needed for training and development. This report has also covered potential benefits to organizations and HR officers through effective training and development.  
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Personal development plan 
	Development objectives
	Priority 
	Activities to be undertaken 
	Resources 
	Target start date
	Target end date
	Evaluation 

	Communication skills 
	 Moderate
	Read more books, talk more and speak more. 
	Books, speaking more with other individuals 
	1.11.2021
	31.12.2021
	I will be able to communicate more effectively with the team and provide a clear message. 

	Leadership skills
	High
	Motivate and inspire the employees more. 
	Youtube videos to develop leadership, checking and providing support
	1.01.2022
	31.01.2022
	I will be able to lead my team more effectively and achieve the task in an effective way. 

	Coaching skills
	High
	I will provide more guidance and support to the employees. 
	Asking effective question, providing constructive feedback 
	1.02.2022
	28..02.2022
	I will be able to provide proper support and guidance to the team members and help them complete the task in a successful manner. 

	Teamwork skills
	Moderate
	I will keep positive mindset and understand my responsibilities as HR officer. 
	Leading, communication and understanding responsibilities. 
	1.03.2022
	31.04.2022
	I will be able to understand my responsibilities and others as well to work as an effective team. 


Table 1: PDP plan
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